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3. bept., Division. Subdivision & Administering Office Address 

1 
MARTA 
Program Analysis Division 
4 0 1  W. Peachtree Street ,  N.E. 

At lanta ,  Georgia 30308 
S u i t e  2300 

___~_ __  

FOR RECORDS MAYAGEMENT DIVISION USE 
Date Received [Application No. Date Completed 

'~'m 18 W7 75-43-F) AUG - f 1977 

1. Application 2. Dept. Application No. 

- -_-- -. _____ - __ 
1. Record Series Description 

Documents relating to: 

This f i le contains the following dQcuments (include form numbers and titles, if any): 
Attach samples of the file. ' , 

.J . engineering Work Order Buthorizations submitted by PBTB for w.ork to be . :  ~ . ~ .  . *' . performed 6 y  either PBTB or subcontractors; indicating the scope of work, cost,' schedule, 
Included are: etc. 

Program Analysis correspondence , ind iv idua l  work orders  , and 
b i l l i n g  da ta  

File IS arranged: 

Numerically by work order  number 

. ~ 
~~~ 

___ - 
2. Monthly Reference Rate How often are records referred to which are: 

One to six months old 2.0 ; Seven to twelve months old 

twenty-five months and older - 1 
2 0 - ; Thirteen to twenty-four months old-. 1 

? 
- - _ _ _ _ _ ~  _. --- ~ _- __ __ ~~ 

-. - 
3. Annual Rate of Accumulation of Records 

- 2 boxes per  year  
.- ;Shelves ; Other (specifyl ~ ~~ 

Letter-size drawers __ -; Legal-size drawers 

- 
3012 (3/76) 



b 
. . . . -~ . . . . . . .._ . .  

-* 
5 ,  

-. 14. Questionnaire (Place an "X" in the proper column) 

a, I s  this the official copy f the series? 

b. Does the series contain,conFidential information requiring security handling? I f  yes. cite law or regulation. 

__-- z 

,i 
i~_ 

~ i - ~ 

P I f  not. where i s  it? 
- . ~ ~ i  -?_-- 

.~ i .  
- 1 

~ 

- c. I s  this a vital record? ~l~~~~ , l l ~  m , r  
11. Doe? lliir wiies h.ive histi?ical (11 Ionq wrm rmcarch valiir 

G!. WIWII #NU(: OI 1w.c~ #I~~t~111ii~!n1!.  10; Ilit! Ida: iti,8hi! 1 1  tw:~!ss,ily l o  k& l lw  i ! i i i i i t r  lilt! 'Ioi . I  I I I I I ! )  lJl!iianl. ~:~111111 I!ll?u, ~ l ~ ~ ~ : I J l l i l ! l ~ l s  be 

~- _ _ ~  ~ c/n37-A- - -~~* /E~,  ' ,  ~ ~ . . ~ ~ ~ ~ .._~ - 
. 

,A 
~ _ ~ _ _ _ _  - scheduled separately? 

g. I s  the information contained in this series ever analyzed andlor recorded in a summarized report? 
If yes, attach copy. 

h. I s  there a duplication of this series in i o u r  office, or in another office or agency? 

I f  yes. where? 

7-m- I_ - _ _ ~  t-ed? If yes. attach copy. _. 

~__ I -~ - .- - 
~ -. 

. .  

.~ ~- ~ _ I  __ - 
__ ~______  i. I s  this series (or a majorportion of it/ regularly microfiimed? ~ . 

j. Does the record series+lt in a computer printout? 
_I__._. ~~ ~ ~. . , _ =  - 

I __ __ ____~ ___ .: 
The forlowing requires the series t o  be kept: 

__ - .  
n Requirements 

'- 

a. State Law .~ years. 

years. 

c. Federal law - years. 

~. .. ~ .. ~ b. Statute of:limitation .. 

d. Audit period -___ years. 

years. e. Administrative need ,. , \ .. . i . 

3 __ years. f. Federal retention instructions - ~- 
. .  

.. , .  Attach copy or excert of lawqpr regulations. Explain administrative need. 

~. . .  , , ,  
b . i  .~ . . ) . r  . ,-  . .  , .' <;. , . .~ . ,  

. .  ~~ 

.&. ~ .- 
See page .'II'I D-?i- of.  External ,Ope.rating Manu#l '~ 

, A  . .  .. ~ ~. 

. . 
. .  

, .  . ~. 
._ - .- - 4- Li_li--- -- +- L _- 

Thi! agency'recommends ihat the"file series be cut off at the end of each: 

0 Calendar Year; 0 Fiscal Year; =Other Age , . 

. . .  
C~ 

16. Approved Disposition Instructions . .  
.. 

~.~ . . . .  -- - L__  then, . ' 

0 Hold in the current files area 

0 Transfer t o  local holding area; hold 

0 Transfer to State Records Center; hold 

0 Destroy. 

0 Transfer t o  State Archives for permanent retention. 

0 Other (Specify/ 

- month(s) ~- yeark); then 

- yeark); then 

- yearlsl; then 

f . .  ' n 

%to .the. Authority's ..Record' Centerj U held  $e$? three years pas$ 
1 .  . ,  

~~ . .. . 1 .. 
~. 

. . . .  1. 
the pro~jec t  coiiqjletioi; dcsh 

These instructions apply t o  all prior and future accumulations of the series. . r 

. . .  . 
~,:. , .  .. : -  

(Indicate briefly rationale for recommendations abovelor write additional remarks): 
~ ~~ ~~~~ 

- - - ~ .. 
Date 

Date 

- 
Date 



-, AP~LICATION FOR RECORDS DISPOSITION STANDARD 
-c 

8 Earliest 5 Latest Dates of Series 

1974 & P r i o r  

XSTHCCTIO\S: 
3 Dept , Division. Subdivision 81 Administ ring Office Address 

Prepare in duplicate and forward to the Records Managemrnr An - - --I_ ----- I~___I ~- II 
I 

T r a n s i t  System Development 
D e s i g n  & Engineering Division 
1300 Equi table  Bui lding 
100 Peachtree S t r e e t ,  N. W. 
At lanta ,  Georgia 30303 

8 

I 

4 Prrron to Contact 

‘b Exact Series Title 

Engineering Work Order F i l e s  
~ 

w, Manaw rnc n i  Systrmr D i v ~ o n  

FOR RECORDS MANAGEMENT DIVISION.’USE 
_-_---_I I_-- _-- 

Date Recelwd Application No Ddte Comvk i rd  

MAR 2 6 1975’ 75’- 93 APR - 4 IS7 

Neal Malone 1 Engineering Technician 586-5034 
llll_---- ~ 

I 
7 ACTION REQUESTED $ 

ESTABLISH DISPOSITION STANDARD, DISPOSE OF PRESENT ACCUMULATIONS 
ANTICIPATED ~ 

__--_A- ~~~ --- ___ ~ -~ ~ _ _ _  
11 This file contalnr the following documents (Include form numbers and tttles. If any. and file arrangement) 

Documents relating to Engineering Work Order Authorizations submitted by PBTB f o r  work to  be 
performed by e i t h e r  PBTB or  subcontractors ;  i n d i c a t i n g  t h e  scope of work, cost, schedule,  
etc. 

Incrudedare The work o r d e r  forms & cqr re spndence  r e l a t i n g  t o  these work orders .  

Fnle is  arranged Numerically by work o r d e r  number. 

. .  

, 
ATTACH SAMPLES OF THE FILE 

Annual Rate of Accumulation 

- . . . 

Floor Space Occupied (Square Feet) 

~~ 

1-3012 



.. - - ' y-~m7 . ---=..-..b 
'5 

d..< ?-.  .~ ... ~ - - . - - ; - - - ~ x - u . . ; - * ~ - , - ~ ~ . ~ .  . _-___ ~~ &,s--nm 

QUESTIONNA~RE PIJce an "x.' in the Praper column. If mgwer i s  "YES." pleare explain 
*- ~ 

YES NO 

,i 
13. [ ] 

14. [x ] 
15. [ ] 

16. '[ ] 

17. [ ] [ Does the series initiate, amend or terminate agency policies and procedures? 

hd Is this the Record Co.py of the series? 

[ ] Is there a duplication of this series in another office or agency? 

[xx] Is the information contained in this series ever summarized or published?Attach copy. 

I 
. . .  

I 4  
P r o p f n r  f o - * o /  X * s  r r r . * d  

I 

Does the series contain classified information requiring security handling? 

18: [ x 1 

19. [ 1 

20. [ ] 

21. [ 3 

[ 3 Could the function be performed if the files were lost or destrojed? 

. hd Is the series (or major portion of it) regularly microfilmed? If yes, why? 

klr) Does the record eries provide data as input to an EDP file? 

[xd Does the record series contain documentation produced as EDP printout? 
4 

22. [ 1 

23. [ ] 

24. REQUIREMENTS. The' following requires the files to be kept . 1 yead] ', 

~ X I  Has the Federal Government issued instructions governing retentionldisposition of these files? 
I . . .  

' [xd Will there be a need for'these records 10, 15 years from now? If yes, what? 
~ ~~ ~ ~ ~ ~~~ -.-.-__Z--- 

. .  

~. . .  

I . ' [  1 STATE ' b. [ 3 STATUTE OF 'c. [ 3 AUDIT 'd . ' [  3 FEDERAL el ADMlNlSTRATlVE f. [ '3  HISTORICAL 

'(Cite Law, .Statute, or other reason for the retention requirement) ' 

LAW LIMITATION PERIOD LAW DECISION VALUE 

. .  
.. 

~~ 
-I.- -.-------- ~~ ~ 

25. AGENCY RECOMMENDATIONS: This agency recommends that the file series be cut off a t  the end of each 

-u CALENDAR YEAR - 1  ] FISCALYEAR - [ 1 Other 

[ I Hold in the current files area ---.--month4s)/-.-~l__ yearw: 
.. [ 1 Transfer to &d State Records Center I 1 Local Holding Area:,hold - l - - . -yearw:  Then 'Destroy. 

Destroy. 
Transfer to Archives for permanent retenrion. 
Destroy immediately after cut-off. 
Other: (Specify) 

(Indicate briefly rationale for recommendations above/or write additional remarks): 

This i s  primarily a reference f i l e  for Design & Engineering, showing t h i s  Divis ion's  dispo. 
s i t i o n ' o f  work orders submitted by PBTB. 
i s  l i t t l e  need for future reference s ince program control has record copy. 

A f t e r  work orders have been dispositioned there 


